MPG 1100. 1
REVI SI ON B
EFFECTI VE DATE: May 29, 2001
EXPI RATI ON DATE: WMay 29, 2006

MARSHALL PROCEDURES
AND GUI DELI NES

CDO1

MARSHALL SPACE FLI GHT
CENTER
ORGANI ZATI ONAL MANUAL

CHECK THE MASTER LI ST at
https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE



Mar shal | Procedures and Gui del i nes

CDO1
Marshal | Space Fli ght MPG 1100. 1 Revision: B
Center Organi zational
Manual
Date: My 29, 2001 Page 2 of 6
DOCUMENT HI STORY LOG
St at us
(Basel i ne/
Revi si on/ Docunent Ef fective
Cancel ed) Revi si on Dat e Description
This docunent is a conplete rewrite of MM
Basel i ne 2/ 3/ 00 1107. 1.
Updated URL in Section P.5, References.
Revi si on A 2/ 15/ 01
NHB 1101. 3 was changed to NPG 1000. 3 t hr oughout
Revi si on B 5/ 29/ 01 t he docunent.

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Mar shal | Procedures and Gui del i nes

CDo1

Marshal | Space Fli ght MPG 1100. 1 Revision: B
Center Organi zational
Manual

Date: My 29, 2001 Page 3 of 6

TABLE OF CONTENTS

Pr ef ace
P.1 Purpose
P.2 Applicability
P.3 Authority
P.4 Applicabl e Docunents
P.5 References
P.6 Cancell ation

Docunent Cont ent

Definitions
Responsibilities
Procedure

Recor ds

FIl ow D agram

GhowhE

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Mar shal | Procedures and Gui del i nes

CDO1
Marshal | Space Fli ght MPG 1100. 1 Revision: B
Center Organi zational
Manual
Date: May 29, 2001 Page 4 of 6
PREFACE

P.1 PURPGCSE

This Marshall Procedures and Guidelines (MPG describes Marshal
Space Flight Center’s (MSFC s) procedures and guidelines for
establ i shing, nodifying, and docunenting the MSFC organi zati on
structure and the organi zati onal change process. NSFC

organi zational charts and charters are available on-line at
http://caer.nmsfc.nasa. gov/org/official chart.htm

P.2 APPLI CABI LI TY

The MPG applies to all MSFC personnel involved in the
or gani zati onal change process.

P.3 AUTHORI TY

NPG 1000. 3, “The NASA Organi zation”

P.4 APPLI CABLE DOCUMENTS

a. NPG 1000. 3, “The NASA Organi zati on”

b. NPG 1441.1, “NASA Records Retention Schedul e”
P.5 REFERENCES

a. NPG 1000. 3, “The NASA Organi zati on”

b. http://caer.nsfc.nasa.gov/org/officialchart. htm

P.6 CANCELLATI ON

MPG 1100. 1A dated February 15, 2001

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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DOCUMENT CONTENT
1. DEFI N TIONS

1.1 Basic Oganization. Basic MSFC organi zations are conprised
of elenments which are headed by officials reporting directly to
the Center Director, as appearing on the organi zation chart
approved by the Associate Adm nistrator, Ofice of Space Flight,
in accordance with NPG 1000. 3, “The NASA Organi zation,” paragraph
6.2.4. Basic organizational charts/charters are signed by the
Center Director.

1.2 Oganizational Charters. Formally approved docunents that
establish or nodify MSFC organi zations, including mssion
statenents and enunerated responsibilities.

1.3 Oganizational Charts. Formally approved charts that
reflect new or nodified organi zational structures.

1.4 Staffing Plan. A chart show ng the makeup of a basic
organi zation and refl ecting proposed novenent of positions or
enpl oyees from one organi zati onal el ement to anot her.

2. RESPONSI BI LI TI ES

2.1 The Human Resources Departnment (HRD), Custoner and Enpl oyee
Rel ations Directorate, nmanages the formal MSFC organi zation
chart/charter systemto ensure that organi zations are designed to
m nimze | ayering, fragnentation, and overl appi ng
responsibilities, and in accordance wi th good position and

organi zati onal managenment practices. The HRD advises the Center
Director on the nmerit of proposed changes, coordi nates w th NASA
Headquarters on charters requiring Headquarters’ approval, and
makes appropriate distribution of approved changes.

2.2 Heads of basic Center organi zations are responsible for

i ncorporating techniques that pronote the greatest capability of
t he human wor kf orce, physical and fiscal resources, and which are
efficient and responsive toward neeting Agency and Center

m ssi ons.

2.3 Supervisors are responsi ble for devel oping proposals to
establish or nodify their organizations or to assign functional
responsi bilities and submtting proposals through the

organi zati onal head to the Human Resources Departnent (CD10).
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3. PROCEDURE

3.1 Wen organi zational changes are necessary, the
organi zational head will submt the following to the Director,
HRD:.

3.1.1 A menorandum addressed to the Director, Custoner and
Enpl oyee Rel ations Directorate, describing proposed changes to
t he organi zational chart and/or charter;

3.1.2 Ared-lined version of the original chart/charter; and
3.1.3 A proposed staffing plan.

3.2 Upon receipt, HRD reviews the proposed changes, works with
t he organi zational head to resolve issues, and prepares the
package for submi ssion to the Center Director or NASA
Headquarters as appropriate. Upon approval, HRD nmakes
appropriate distribution to basic organizations and the on-1ine
web- based charts and charters manager

3.3 Oficial MSFC charts/charters can be accessed at
http://caer.nsfc.nasa.gov/org/officialchart.htm To view
specific Directorate/Ofice charts, double-click on the
Directorate/Ofice block. To view charters, click on the bl ue
“Go To Charters” link at the top left of the organi zational chart
screen.

4. RECORDS

O ficial MSFC charts and charters are permanent records

mai ntained in the Human Resources Departnent. Disposition is in
accordance with NPG 1441.1, “NASA Records Retention Schedul e”
(NRRS), schedule 1/12.

5. FLOW DI AGRAM

None
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